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Does the agency have written procurement procedures, standards for procurement officials, and protest procedures as outlined in section 5, “Procurement” of PTN Form 129? 
If yes, indicate the date this was completed or checked:     
A.  Preparation - steps to comply with universal requirements should be taken as early as possible so any required board actions to establish or modify policies or procedures do not delay the procurement.  
Yes
No
Procurement Checklist 
Monitoring Requirements - 
This form tracks compliance with 49 CFR 18, 571, 663 & 665, FTA Circular 4220.1F, Texas Administrative Code 31.44, the Transit Project Management Manual, the grant agreement, and DBE requirements. This form complements the procurement section of the PTN-129 Compliance Review form. Required documentation is indicated on this form by * and listed on p.2. More information is available on the PTN web site. 
I.   Procurement Preparation & Planning  
..\..\zzzLogos\Black3lineLOGO_TxDOT_REG_1inchHT.png
B.  Planning (or pre-solicitation phase)
Procurement Method:
Item to be procured:
 Independent Cost Estimate (ICE): 
 Agency / Contract #:
Select Special Category (as appropriate):
Construction/Real Estate Guidance: http://www.fta.dot.gov/documents/Transit_Facility_Checklist_for_Grantees--3-6-09_revi_5010_1D.pdfTransit_Facility_Checklist_for_Grantees--3-6-09_revi_5010_1D.pdf
Has the transit agency provided the PTC a solicitation copy (advertisement or letter to vendors) prior to issuance? (See VI.A.2)*(TxDOT approval required when the ICE exceeds $50,000 for local governmental agencies or $25,000 for other entities.) 
Is the procurement method appropriate? (see chapter VI - 3 of 4220.1F)
If the procurement method involves an extension of options, does it follow applicable requirements (see ch. V-7 of 4220.1F)?
(Note: rolling stock or replacement parts procurements have a 5-year term limit)                       (check if non-applicable (NA): 
)
Will DBE entities be able to participate in this procurement? (See the Texas Unified Certification Program)
If not, has the agency documented good faith efforts to obtain DBE participation?
If a transit agency is issuing a solicitation, will it include current certifications and assurances? (see PTN 130)
NA
PTC Initials and date:
Yes
No
Has the transit agency provided the PTC a request to issue a purchase order or contract?
*(TxDOT approval required when the purchase price exceeds $50,000 for local governmental agencies or $25,000 for other entities.”)
Has the agency initiated a written procurement history of this procurement (see VI B 4 of "other documents" on p.2)? (Sample)
For sole source or single offers, has the agency documented the purchase properly (see 5 & 6 of "other documents" on p.2)?
Has the agency completed and documented a price or a cost analysis? (See chapter VI - 6 of 4220.1F.)
Did DBE entities participate in this procurement?
If not, has the agency documented good faith efforts to obtain DBE participation?
(State list http://www.window.state.tx.us/procurement/prog/vendor_performance/debarred/, federal list http://www.sam.gov)
Is proposed contractor not debarred and/or suspended? 
Will the agency use current certifications and assurances in contract documents?  See PTN-130
II.  Pre - Award Activities
Yes
No
For rolling stock purchases, has the agency completed (through self-certification) a pre-award audit with the following elements:
Purchaser's Certification?
Buy America? (see guidance)
Federal Motor Vehicle Safety Standards (FMVSS)?
Pre - Award Certification:
(transit agency representative name and signature & date)
PTC Initials and date:
Has the transit agency provided a reimbursement request to the PTC?
(*Required file to demonstrate compliance with the TAC and the grant agreement and to receive payment)
Has the agency completed a written procurement history of this procurement (see ch. III 3 d (1) of 4220.1F)? (Sample)
III.  Post - Delivery Activities 
Yes
No
For rolling stock purchases, has the agency completed (through self-certification) a post-delivery audit with the following elements: 
Purchaser's Certification?
Buy America? (see guidance)
Federal Motor Vehicle Safety Standards (FMVSS)?
For rolling stock purchases, has the agency established the appropriate level of insurance coverage on the vehicle(s) prior to
placing the vehicle(s) into service?  (See the Motor Carrier Registration Act described in 43 TAC §218.16, or for vehicles not described in the TAC, see the Texas Tort Claims Act, Civil Practices and Remedies Code 101 § 023).
For rolling stock purchases, has a lien to TxDOT-PTN, 125 East 11th Street, Austin, Texas 78701 been placed on the title? 
For rolling stock purchases, has the agency received a copy of the Altoona test report?  
(This is required for all transit vehicles (lift or ramp equipped) except Type 1, raised-roof van.)
Post - Delivery Certification:
(transit agency representative name and signature & date)
PTC Initials and date:
IV.  Post-Delivery Activities (continued):
Indicate billing #s associated with this procurement –
V.  Explain any “no” answers, or other issues below as appropriate:
VI.  PTC File Summary
The PTC retains the following paperwork to ensure that the transit agency has correctly followed federal and state requirements and that the transit agency can document its compliance.
A.
Required Documents:
1. Procurement Checklist (this form, PTN-124) 
2. Solicitation Document 
3. Agency Request to Issue a Purchase order or a Contract 
4. Reimbursement Request 
B.
Other Documents That May Be Required and/or Recommended: 
1. Procurement Section of PTN-129 form 
2. Any document transmitted by the agency or not observed during an “on-site” visit by TxDOT   
3. PTC approval to proceed with procurement, or to issue a purchase order or contract  
4. Written Procurement History, with each of the following elements:
a. the rationale the subrecipient used for the method of procurement      
b. the rationale the subrecipient used for the selection of contract type   
c. the reasons the bidder or proposer was selected                                                     
d. the methodology used to determine the contract price, including a cost justification 
e. price or cost analysis 
5. For sole source procurements, written justification 
6. For sole source procurements or cases where only one offer is received, a cost analysis, with profit negotiated as a separate element of the cost 
7. Other documents related to the procurement, such as solicitation notice for co-op purchases, specifications (if available), etc.
8. Any approved waiver to purchase a non-accessible vehicle (PTN 116). 
9. Copy of title application (VTR - 130 U) or title application receipt to prove the lien requirement is met 
5. Information on equipment purchased for $5,000 or more in order to comply with the Uniform Grant Management Standards, subpart C, section 32, sufficient for PTMS entry 
(Solicitation document nor TxDOT review required when state co-op is used.)
VI.  PTC File Summary
The PTC retains the following paperwork to ensure that the transit agency has correctly followed federal and state requirements and that the transit agency can document its compliance.
A.
Required Documents:
1. Procurement Checklist (this form, PTN-124) 
2. Solicitation Document 
3. Agency Request to Issue a Purchase order or a Contract 
4. Reimbursement Request 
5. Information on equipment purchased for $5,000 or more in order to comply with the Uniform Grant Management Standards, subpart C, section 32, sufficient for PTMS entry 
B.
Other Documents That May Be Required and/or Recommended: 
1. Procurement Section of PTN-129 form 
2. Any document transmitted by the agency or not observed during an “on-site” visit by TxDOT   
3. PTC approval to proceed with procurement, or to issue a purchase order or contract  
4. Written Procurement History, with each of the following elements:
a. the rationale the subrecipient used for the method of procurement      
b. the rationale the subrecipient used for the selection of contract type   
c. the reasons the bidder or proposer was selected                                                     
d. the methodology used to determine the contract price, including a cost justification 
e. price or cost analysis 
5. For sole source procurements, written justification 
6. For sole source procurements or cases where only one offer is received, a cost analysis, with profit negotiated as a separate element of the cost 
7. Other documents related to the procurement, such as solicitation notice for co-op purchases, specifications (if available), etc.
(Solicitation document nor TxDOT review required when state co-op is used.)
VI.  PTC File Summary
The PTC retains the following paperwork to ensure that the transit agency has correctly followed federal and state requirements and that the transit agency can document its compliance.
A.
Required Documents:
1. Procurement Checklist (this form, PTN-124) 
2. Solicitation Document 
3. Agency Request to Issue a Purchase order or a Contract 
4. Reimbursement Request 
B.
Other Documents That May Be Required and/or Recommended: 
1. Procurement Section of PTN-129 form 
2. Any document transmitted by the agency or not observed during an “on-site” visit by TxDOT   
3. PTC approval to proceed with procurement, or to issue a purchase order or contract  
4. Written Procurement History, with each of the following elements:
a. the rationale the subrecipient used for the method of procurement      
b. the rationale the subrecipient used for the selection of contract type   
c. the reasons the bidder or proposer was selected                                                     
d. the methodology used to determine the contract price, including a cost justification 
e. price or cost analysis 
5. For sole source procurements, written justification 
6. For sole source procurements or cases where only one offer is received, a cost analysis, with profit negotiated as a separate element of the cost 
7. Other documents related to the procurement, such as solicitation notice for co-op purchases, specifications (if available), etc.
(Solicitation document nor TxDOT review required when state co-op is used.)
PTC Name
PTC Signature
Date
Transit Agency Representative Name
Transit Agency Representative Signature
Date
8.2.1.4029.1.523496.503679
PTN
Paul Moon
(512) 374-5240
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